ED COMMITTEE #2
November 5, 2007

Briefing
MEMORANDUM
November 1,2007
TO: | Education Committee
- FROM: Essie McGuire, Legislative Analys@lu%’.‘“’

Vivian Yao, Legislative Analyst 4

SUBJECT: Briefing — MCPS Staffing Allocatipn Policies

Today the Education Committee will discuss staff allocation policies and
practices in the Montgomery County Public Schools. Stephen Bedford, Chief School
Performance Officer, and Nicola Diamond, Executive Assistant to the Chief Operating
Officer, will brief the Committee and participate in the discussion.

Allocation of staff is the foundation of schoo! operations and of the MCPS budget
as a whole. The materials for today’s worksession provide a wide range of background
information to begin the Committee’s discussion of this complex issue. MCPS
representatives will provide an overview briefing as to how this process is implemented
on a regular basis and what policies are in place to direct the process. In addition, as
context for this discussion, Council staff has compiled 10 year trend and comparison data
on staffing patterns according to allocation guidelines and MCPS position categories.

I. OVERVIEW

Guidelines ,

As part of the budget each year, MCPS publishes staffing guidelines that contain
formulas for determining the numbers of staff in several position categories. The FY08
budget staffing guidelines are attached (circles 2-9). The positions covered in the FY08
guidelines include the range of academic teachers and support necessary, including
classroom teachers, media specialists, ESOL teachers, reading teachers, staff
development teachers, and instructional paraeducators. They also include school based
administrators such as principals and assistant principals, school secretaries, and business
and financial managers for secondary schools. ‘



Most school-based positions appear to be included in the guidelines. The budget
guidelines do not address building service workers, and some other positions that work in
schools such as pupil personnel workers (PPW’s), social workers, and psychologists.

Process

At today’s worksession MCPS will prov1de an overview of the process that is
used to allocate staff among the schools. MCPS distributes memoranda each spring to
~ elementary, middle, and high school principals. Excerpts of these memoranda are »
attached (ES circles 20-33; MS circles 34-45; and HS circles 46-58). They describe how
staff are allocated at each level and prov1de insight into the many variables and factors
that principals must take into account in determining scheduling and school operations.

. The memoranda detail many of the same processes for all three levels. Council -
staff highlights the following: :

e Each contains a formula for class size and determination of how many classroom -
' teacher positions a school will receive. For elementary schools, the class size
varies for focus and non-focus schools. At the secondary levels, the class sizes
vary with smaller guidelines targeted at English and other core academic classes.

e The elementary memorandum discusses additional staffing and responsibilities for.
Title I focus schools. The memorandum indicates that principals, in conjunction
'with the community superintendent, can make case by case decisions as to how to
best utilize additional Title I resources (see circles 22-23).

e Each memorandum discusses the ongoing process of staff allocation as enrollment
- changes during the spring, summer, and early in the school year. MCPS adjusts
staff allotments using budgeted reserve positions and transfers (see circles 20-21,
34-35, and 46-47). To provide flexibility for these adjustments, initial allocations
are based on a higher than budgeted ratio. Staff are then adjusted, both up and
down, to respond to actual enrollment on a school by school basis.

e - The memoranda reflect the different programmatic focuses for the elementary and
secondary levels. For example, the elementary memorandum includes discussion
~ of art, music, and physical education, reading initiatives, and lunch room
assistants. The secondary memoranda reflect the programmatic 1mpact of middle
school reform, career programming, and athletics.

o Staffing allocation appears to be a continually moving target for the school system
on several levels. First is the enrollment fluctuations as identified above. In
addition, the timing of the process requires that staffing allocation begin before
the budget has been finalized and approved by either the County Council or the
Board of Education. Each memorandum makes reference to staffing initiatives -
that are planned but contingent on this approval (circles 29, 40, and 47).



e There are some differences between the budget staffing guidelines and the
‘ specific staffing guidelines attached in each memorandum (ES on circles 30-33;
MS on circles 42-45; and HS on circles 55-58). It appears that the memorandum
guidelines contain more specific information in some categories to provide
implementation guidance for principals. These differences may illustrate the
difference between budgetmg for an overall program impact and 1mp1ementat10n
to achieve that program in school specific settings.

Special Education

There are separate staffing guidelines for special education services. Each
memorandum to principals includes a discussion of special education staffing (circles 25-
26, 36-38, and 49-50). Special education staffing is primarily determined by addressing
the specific services required by a student’s Individualized Education Plan. Additional
resources may be added to address school specific needs.

Today’s briefing will include an overview of the policies and practices related to
special education staffing. In addition, the Committee may choose to have a more
specific briefing on these issues in the future. One impact of special education services
on staffing allocation is related to the school system’s increasing efforts to provide
general education inclusion for special education students. As these efforts continue, it
may be necessary to ensure that staffing allocation policies accurately reflect the impact
of this effort on classrooms, support services, and teaching.

I1. CHANGES IN STAFFING GUIDELINES

Council staff compared the staffing guidelines from FY1998, FY2003, and
FY2008 to identify how major changes are reflected in the guidelines in the past ten
years. Recent major initiatives such as class size reduction and staff development are
easily identified in this comparison, as are other efforts to decrease the student to
counselor ratio and increase teacher planning time. :

A full comparison of all three years for each school level is attached on circles 10-
19. The points below summarize some major differences.

Elementary School
e The comparison chart shows the decreasing classroom teacher to student ratios in
the ten-year period. By FYO08, the ratio had decreased from 1 per 24.8 students in
FY1998 to 1 per 21.4 students in 2008. In addition, FY08 reflects an additional
185.1 teachers to meet maximum class size of 26 in grades 1-3 and 28 in grades
4-5. Another 161 positions were added to reduce class size to 17 in grades 1-2 in
56 focus schools. '



e The chart also shows the recent emphasis on focus and non-focus schools, terms
* that were not present in the FY98 guidelines. The FY08 guidelines lower
kindergarten teacher to students ratios to 1:17 for 58 focus schools instead of the
21.4 for non-focus schools. The FY08 ES guidelines also discuss additional
staffing for focus schools.

o In FY2008, there is more full time staffing for certain positions across elementary
schools. Guidance counselors and staff development teachers are now staffed at
1 per elementary school instead of the 0.5 allocation for schools with smaller
populations (less than 300) used in both FY98 and FYO03.

e The teacher to student ratio Physical Education/General Music/Art Teacher
decreased from 560:1 in FY1998 to 458:1 in FY2008.

Middle School & High School
e Middle and high school counselor to student ratios decreased from a goal of 300:1
in FY98 to a goal of 250:1 in FY08. Additional funds were included in the FY08 -
budget to lower the budget average to 223:1 for middle and 245:1 for h1gh
schools.

Although FY98 guidelines reflected some staff development support for
elementary schools, middle and high schools had none in FY98. By FY08 all
schools receive a 1.0 staff development teacher '

" Positions supporting middle magnet and special programs grew from 4 in 1998 to
12.6 in 2008 and from 17.5 to 73.4 for high school programs.

High school teacher positions suppomng schools with a high percentage of ESOL
students grew from 3 positions in 1998 to 13 positions in 2008.

FYO03 and FY08 reﬂect an additional 162.2 teacher positions to address large class
size in h1gh schools.

High school security positions 1ncreased from 79 positions in FY98 to 135
positions in FY08.

ITI. RECENT STAFF ALLOCATION PATTERNS

Each year for the operating budget, MCPS prepares a staffing allocation chart,
Table 5 of the operating budget, that shows the total number of positions in the budget
grouped into 23 categories. Council staff used data from Table 5 between FY98 and
FYO08 to prepare the trend charts discussed below. MCPS added two categories in FY07
with a total of four positions in them between FY07 and FY08. The comparisons in this
packet focus on the other 21 position categorles and do not include these two small,
recently added categories.



Position Categories
Most of the position categories are explained by their title. Council staff notes the

following regarding types of positions within certain categories.

e “Other Professional” includes instructional and curriculum specialists, attorneys,
supervisors, and coordinators. Some of these supervisors and coordinators may
supervise itinerant program staff.

e “Classroom Teachers” includes all teachers, such as Special Education, Reading
Instructors, ESOL, Pre-K and Head Start, and staff development teachers.

s “Special Education Specialists” includes speech pathologists, physical and
occupational therapists, and auditory specialists.

e “Aides and Assistants” is primarily paraeducators, and some other a551stants such
as data assistants, media assistants, and physical therapy assistants.

Ten-year trends '

Table 1 on the next page shows the ten year data in terms of total numbers of
positions and changes in actual enrollment. This chart shows the magnitude of the
changes and growth in the system overall. Enrollment increased by nearly 12,000
students, or 7 percent. The total number of positions increased by 5,674, or 37 percent.
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Relative distribution of positions

The chart below shows how the position categories have changed over the past

ten years as shares of the total numbers of positions. Overall, this chart shows that the
distribution among types of positions has remained relatively constant during this period.

Table 2: Proportion of total positions
Position FY1998 | FY2003 | FY2008
Executive 0.05%] 0.08%]| 0.08%
Administrative 030%| 0.43%| 0.45%
Other Professional 1.60%| 2.34%| 1.99%
Principal/Asst Principal 220%| 2.15%| 2.37%
Classroom Teachers 48%)| 50.58%)| 49.14%
Special Ed Specialists 1.90%| 1.88%| 2.22%
Media Specialists 1.20%| 1.01%] 0.98%
Counselors 230%| 2.15%| 2.24%
Psychologists 0.45%| 0.49%| 0.49%
Social Workers 0.04%| 0.04%| 0.07%
Pupil Personnel Workers  0.20%] 0.24%| 0.23%
Aides/Assistants 12.60%| 12.20%| 12.11%
Technical 0.97%| 0.89%| 1.67%
Clerical/Office Support 590%| 5.20%| 5.19%
Security 0.96%| 0.96%| 1.10%
Cafeteria 2.60%| 2.58%| 2.59%
Plant Operations 6.70%| 6.16%| 6.19%|
Maintenance 220%| 1.79%| 1.67%
Supply 0.36%| 0.38%| 0.37%
Transportation 8.60%| 7.97%| 8.35%
Business Personnel 0.62%| 0.48%] 0.49%

Teachers consistently accounted for just under half of the total positions,
comprising 48 percent in FY98 and 49 percent in FY08. N

Twelve of the categories increased their share of the total. These included
instructional categories such as teachers, special education specialists and
principals and assistant principals. Administration also increased its share of the
total, in the Executive, Administrative, and Other Professional categoriés.

The nine categories that decreased their percent of the total consist primarily of
support positions, including clerical/office support, plant operations, maintenance,
and transportation. Media specialists, counselors, and aides/assistants also -
decreased. ~ :



Positions as a share of eniollment

Since many positions in MCPS would be expected to fluctuate with changes in
enrollment, it is useful to examine positions as a share of enrollment. Table 3 below
shows each position category per 1000 students. In Council staff’s view, this chart shows.
most clearly the impact of staff allocation policies on students and facilitates comparison
across years of increasing enrollment.

Table 3: Positions per 1000 students
Positions FY1998 | FY2003 | FY2008
Executive 0.06 0.11 0.12
Administrative 0.35 0.58 0.68
Other Professional 1.88 3.21 3.02}
Principal/Asst Principal 2.69 2.94 3.61
Classroom Teachers 58.66| 69.25 74.76
Special Ed Specialists 233 2.58 3.37
Media Specialists - 1.47 1.38 1.49
Counselors 2.74 2.94] - 341
Psychologists 0.55 0.67 0.75

{Social Workers 0.05 0.06 0.11
Pupil Personnel Workery{  0.25 0.32 0.34
Aides/Assistants 15.30 16.70|  18.43
Technical 1.18 1.22 2.54
Clerical/Office Support 7.16] . 7.12 7.89|
Security 1.16 1.32 1.67
Cafeteria 3.15 3.54 3.95
Plant Operations 8.16 8.43 9.42
Maintenance - 2.62 2.46 2.55
Supply - 0.44 0.52 0.56
Transportation 10.38 10.91 12.70
Business Personnel 0.76 0.66 0.74

e Overall, there are more positions relative to enrollment than there were in FY98,
increasing from 121.3 positions per 1000 in FY98 to 152.1 per 1000 students in
FYO08.

* All categories but two increased relative to enrollment (some very slightly). The only
two categories that decreased as a share of enrollment were Maintenance and
Business Personnel.

e Teachers per 1000 students increased 25% from 58.66 in FY98 to 74.76 in FYOS
Aides and Assistants increased 20% from 15.3 to 18.43 per 1000 students.

e Administrative positions have increased as a share of enrollment in the ten year
period. Although the share of enrollment remains small, the proportion of Executive

- and Administrative positions nearly doubled since FY98. The three categories of
Executive, Administrative, and Other Professional taken together increased from 2. 29
per 1000 students in FY98 to 3.82 in FY08.



o The mental health categories of counselors, psychologists, social workers, and pupil
personnel workers increased as a share of enrollment. Taken together, these four
categories increased from 3.6 per 1000 in FY98 to 4.6 per 1000 in FY08.

Recent major initiatives

Some of these trends reflect the recent investment in major initiatives. A chart
showing major initiatives is attached at circle 1; it does not represent every funding
_increase but highlights major areas of investment since FY01. It also shows the new
dollars added each year for the initiatives but does not show how this additional cost is
integrated into the full base program amount.

The largest area of investment is class size reduction. The second largest is early
success, which includes full-day kindergarten. Together, these initiatives are reflected in
the increase of teachers relative to enrollment. The staff development initiative (the third
largest dollar investment) likely also added to the increase in the Classroom Teacher
category, as staff development teachers are included in that category.

Other initiatives with lesser dollar investment may also relate to the increases in
their respective categories. Examples are the initiatives for ES Assistant Principals,
technology, and counseling and mental health.

Regional comparison

Council staff compiled a regional comparison of teachers as a share of enroliment
using 2007 data from the Washington Area Boards of Education (WABE). There are
many differences in reporting and category definitions between MCPS budget reports and
the WABE reports. The figures in the chart below for MCPS are different from the
figures on previous charts because of these reporting differences. First, the WABE
definition of the “teacher” category includes positions that MCPS classifies in other
categories, such as counselors and speech therapists. Second, MCPS appears to have
reported projected 2007 enrollment data to the WABE report (probably due to timing),
while the comparisons in this packet use actual enrollment data for that year.

Even with the reporting differénces the chart shows the relative position of
MCPS compared to other local jurisdictions. MCPS ranks fifth overall, but closely in
line with the other large jurisdictions.



o Table 4:
Regional comparison of teachers per 1,000 students
Number | Approved | Teachers
District of 2007 | per 1000
. Teachers | Enrollment| students
Alexandria City 1,129.6 10,286] 109.82
Arlington County 1,856.4 18,252] 101.71
Fairfax County 13,934.2] 164,295 84.81
Falls Church City 186.7 1,904 98.06|.
Loundon County 4,286.9] - 50,740 84.49
Manassas City 536.6 6,569 81.69
- IMontgomery County | 11,549.9| 139,936 82.54
- |Prince George's County| 9,458.0 138,118 68.48
Prince William County| 5,262.9] 70,741 74.40

Circles 60 and 61 show the regional comparisons of approved staffing ratios and
of average class size, respectively. Again, Montgomery County ranks favorably with the
other large jurisdictions of Fairfax and Prince George’s County. In comparison to
Fairfax, the figures indicate that Montgomery County has focused its class reduction
efforts in the elementary levels, where Montgomery County has lower ratios and average
class sizes than Fairfax. Fairfax has lower ratios and class sizes in the secondary school

levels than Montgomery County.

fAmcguire\2007\mcps 08 briefings\staff allocation comm pckt 1107.doc
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Office of School Performance
MONTGOMERY COUNTY PUBLIC SCHOOQOLS
Rockville, Maryland

March 5, 2007
MEMORANDUM
To: Elementary School Principals - /// ’
From: Donald H. Kress, Chief School Performance Ofﬁp)/

Stephen L. Bedford, Assistant Chief School Performance Ofﬁcersﬁ)
Ursula A. Hermann, Community superintendent

Mark E. Kelsch, Community Superintendent \Aﬂ/‘/

LaVeme G. Kimball, Community Superintend

Heath E. Morrison, Community Superintendent;
Frank H. Stetson, Community Superintendent -
Adrian B. Talley, Community Superintendent—

Subject: = Initial Staffing Allocations—FY 2008

The attached summary staffing grid and, as appropriate, special education, ESOL, and Title I
Focus school grids reflect preliminary staffing allocations for your school for FY 2008. You
should highlight staffing changes from the current school year grid (copy attached) to assist in
" identifying involuntary transfers. Please maintain this and future updates of the FY 2008 grid .
information for easy reference throughout the staffing process. Position job codes are
included on the staffing grid with the position titles. The “Staffing Notes” section at the bottom
of the grids identifies special staffing decisions for your school. These notes are clarifications of
. unique staffing allocations. . The Office of School Performance (OSP), Office of Curriculum and
Instructional Programs (OCIP), and the Office of Special ‘Education and Student Services
(OSSES) have worked closely throughout the staffing process to coordinate the allocation of
resources. The FY 2008 School Staffing Guidelines are attached (Attachment 1). Please keep in
- mind that all allocations are tentative, pending final Board of Education action in June
2007 on the operating budget. ‘

Classroom Teacher Positions

Kindergarten and Grades 1-6 classroom teacher allocations are based on revised enrollment
projections from February 2007 by the Division of Long-Range Planning. With the exception of
the kindergarten class-size initiative (58 focus schools initially staffed with a ratio of 15:1),
kindergarten positions have been distributed on a formula of one teacher for every 25 students.
Positions have been allocated to reduce class sizes in Grades 1 and 2 in 58 focus schools at a 17:1
ratio. Continuing in FY 2008, there are 149.1 teacher positions to support elementary Board of
Education maximum class size guidelines at 26 in Grades 1-3 and 28 in Grades 4 and 5.
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There are a limited number of reserve positions to be used to support schools that experience a
significant enroliment increase during the summer. Also, principals can expect staffing to be
pulled that is not supported by actual enrollment. Adjustments in position allocations will be
based on actual enrollment numbers in the student database and enrollment trends in prior years.
It is important that your enrollment database is maintained throughout the summer, including the
withdrawal of students not returning for the 2007-2008 school year. This is critical in
maintaining the integrity of our staffing decisions and will be monitored as you submit your
school organizational plans. '

When the deviation between the actual enrollment and the projected enrollment supports a
change in the number of positions allocated (increase or decrease), please send a Request for
Additional Staffing Form (Attachment 2) to your community superintendent. At least one plan
for organizing the school also must be included. An organizational plan form is attached
(Attachment 3). Please note that the organizational plan includes your Reading Initiative plan,
information about inclusion of special education students into regular classes, and how you
utilize other professional support (except counselors and staff development teachers). This
additional information will assist us in reviewing your organizational plan and in considering
additional staffing requests. An organizational plan based on actual enroliment is to be sent to
your community superintendent every month beginning on June 4. Community
superintendents will monitor deviations from projected enrollments throughout the staffing
process. In situations when the enrollment at your school is below the projection, please be
prepared for staff allocation reductions.

Organization of the Instructional Week

Each elementary school has the responsibility to organize each day and week to include
. instruction in reading/writing/language arts, mathematics, science, and social studies, pre-
kindergarten to Grade 5. There are 1575 minutes of instructional time in a week or 315 minutes
in a school day to accomplish this. The challenge to develop a master schedule that fulfills this
responsibility and provides developmentally appropriate art, music, and physical education at
each grade level varies from school to school. Given individual school considerations, there are
instructional guidelines that maximize student learning, provide fidelity of curriculum
implementation, and support school improvement goals. These guidelines can be found in the
instructional guides for reading/writing/language arts, mathematics, science, and social studies.
Art, music, and physical education guidelines are in Attachment 4. Community superintendents
and directors of school performance are available if support is needed in developlng your
schedule.

Additional considerations include:
e Scheduling instruction at a time in the day most conduclve to student learning

e Providing common planning time for grade level teams, ESOL teachers, and spec1a1 |
~ education teachers

¢ Providing common planning time for vertical articulation
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e Maximizing instructional time by minimizing the number of transitions and amount of
" time for transitions

Maximizing use of support staff

Daily reading/language arts, mathematics, science, and social studies instruction for
kindergarten through Grade 5

Daily reading and mathematics instruction for pre-kindergarten

The new negotiated agreement between MCPS and MCEA (effective July 1, 2007)
specifies that each elementary teacher will have at least four hours and 15 minutes
(255 minutes) per week of planning time during the student day. Appropriate use of

this time includes individual planning and preparation, team planning, and
individual professional development.

Title 'I Focus Schools

For FY 2008, there are 23 focus schools receiving Title I federal funds. These 23 Title 1 schools
receive a staffing allocation based on the Title I per-pupil allocation (PPA) that is calculated
annually. The number of Free and Reduced-price Meals System (FARMS) students enrolled in
the school as of October 31, 2006, is multiplied by the PPA to determine the funds available for
_ teacher, paraeducator, or parent community coordinator positions. Remaining school based
funds are allocated for instructional materials, school wide initiatives, or professional
development, or additional funds are added to the central Title I allocations for family
involvement or extended day programs. Schools currently on the Maryland State Department of
' Education watch list or in need of improvement must reserve 10 percent of their allocation for

professional development.  All Title I budgets are reviewed by the Division of Academic
" Support, Federal and State Programs and approved by the community superintendent.

" Principals work closely with their community superintendent and the Division of Academic
Support, Federal and State Programs (DASFSP), to develop a comprehensive plan, based upon
scientifically-based research and Title I criteria, that details the use of staff to meet identified
needs. Central Title I funds provide a 0.5 FTE Math Content Coach (MCC) and supplemental
ESOL teacher(s). A Title I funded 0.5 FTE gifted and talented teacher is provided for 20
schoolwide Title I schools. As needed, school-based Title I funds are used to support a 0.5 FTE
Reading Recovery teacher (or reading specialist in the four Reading First schools) and other
~ Focus positions identified by the schools in collaboration with the community superintendent.
The following options may be considered in filling remaining school-based Title I funded
unspecified focus teacher allocations: additional MCC, gifted and talented, Reading Recovery,
ESOL, reading, writing, or mathematics support, mentor, class size reduction in Grades 3-5, or
other priorities as identified in the school improvement plan. Principals confer with their
community superintendent and DASFSP on the use of the unspemﬁed Title I focus positions and
receive approval from their community supenntendent before assigning individuals through the
Department of Recruitment and Staffing. Please keep in mind that all professional staff in core
academic areas must be highly qualified. In schoolwide programs, all paraeducators with
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instructional duties must meet the highly qualified requirements. All paraeducators funded
through Title I in targeted assistance programs must also meet these qualifications.

The Title I designation for the 23 schools is stated on the FY 2008 summary staffing grid in the
“Staffing Notes” section at the bottom of the page. Staffing for the 23 Title I schools is included
on the summary staffing grid as well as on the detailed Title I Focus school grid. Principals are
required to complete the detailed grid with the name and employee identification number of the
person assigned and return it to DASFSP by April 30, 2007. This will allow DASFSP time to
ensure that assigned teachers and supporting services staff are correctly charged to the Title I
grant, included in training, and complete the required programmatic evaluations, including
reports on highly qualified staff. If a Title I focus position has not been assigned by this date,
principals are to provide this information on monthly revisions of the detailed Title I Focus
School grid sent to DASFSP.

Grades 1 and 2 Reading Initiative Teachers

Reading Initiative teacher positions have been reviewed and adjusted based on projected
enrollment for the first and second grades in your school. The allocation is based on a formula
that provides reading classes with an initial student/teacher ratio of 17:1 or below. In addition,
the allocations take into account the need for appropriate plar:ning time. Please remember that
Reading Initiative allocations are not given to the Grades 1 and 2 in the 17:1 lower class-size
initiative schools. As a reminder, the Reading Initiative positions must be used exclusively in
Grades 1 and 2 during a daily umnterrupted block of 90 minutes of reading/language arts
instruction.

Reading Initiative teachers are calculated by the following formula:

FTE = ((# Grades 1 and 2 sections at 17:1 ratio) — (# Grades 1 and 2 classroom teachers)) / 2
classes x .5 FTE

- Academic Intervention Teachers

Academic Intervention teacher positions have been allocated to community superintende:
based on a concentrated poverty formula. These positions are zero-based each year and &
‘directed ©* your community superintendent. Allocations for these positions may not be reflectc
in the initial staffing grid sent to schools As allocations of these posmons are made, new gric
will be sent to schools.

Art, Music, and Physical Education Téachers
Elementary schools have been allocated art, music, and phys:cal education teacher positions

based on the estimated number of classroom teacher stations, which includes regular classroon:
teachers, kindergarten sections, pre-kindergarten, and special education classes for students who
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receive more than 18 hours of special education each week. The budgeted number of art, music,
and physical education teacher positions has been increased by 1.0 each for FY 2008. The art,
music, and physical education coordinators have reviewed the ranges to ensure that allocations
will meet guidelines for instructional time.

Art, music, and physical education positions are allocated using the following revised table:

" Number of Number of

Teacher Stations Allocation - Teacher Stations Allocation

42+ 1.8 ’ 24-25 1.0

40-41 1.7 21-23 1.0

" 3739 1.6 19-20 - 0.8

35-36 1.5 ' 16-18 A 0.7

33-34 14 ‘ 14-15 - 0.6

3132 13 12-13 0.5

28-30 1.2 - 10-11 ' 0.4

- 2627 . N

‘Schools participating in the onglnai opera program receive an additional 0.1 FTE music teacher
allocation, and those participating in the integrated arts pilot program receive an additional 0.1
FTE teacher allocation each for art, music, and physical education.

The Elementary Art, Music, and Physical Education Guidelines are included (Attachment 4) to
help with scheduling. Each general/choral music schedule should include a chorus period
scheduled within the instructional day, not during recess, plus one optional ancillary class such
- as a second chorus, Orff, or recorder class. Keep in mind, a stipend payment of $1,008 is
available for every elementary school, based on time outside of normal duty hours required
to conduct an extracurricular program. If you have questions about unique scheduling
situations in art, music, and physical education, please consult the appropriate art, music, and
physical education coordinator for assistance. Once a school’s schedule for art, music, and
physical education teachers has been finalized in August, please submit a copy to the
coordinators in the Office of Curriculum and Instructional Programs. These will be shared w1th
the commumty superintendents and updated as staffing allocatlons change.

Instrumental Music

The coordinator of instrumental music monitors this program and works with principals, the
- Department of Recruitment and Staffing, and community superintendents for the best utilization
of these positions. There are 37.2 FTE instrumental music teacher positions to provide
instruction for students in Grades 4-5 in preparation for participation in a secondary band or
orchestra program. If you have questions or concerns on scheduling instrumental music classes,

5
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please contact Mr. Rick Penix, coordinator of instrumental music, Department of Curriculum and
Instruction, at 301-279-3836 for assistance.

Team Leaderé

As part of the initiative on bulldmg a skillful workforce and the recognition that there are
leadership responsibilities in elementary schools, elementary team leaders will receive a salary
supplement of $1,500 and three days of summer employment. Elementary team leaders are
expected to lead, manage, and facilitate team activities at the school level. Team leaders must be
full-time, ten-month professional employees (e.g., K-5 classroom, art, music, physical education
teachers, special education teachers, ESOL teachers, reading specialists, counselors).
Attachment 5 is a blank copy of the form you will receive to confirm or change team leader
ass1gnments It is critical to make this decision by June 15 to ensure appropriate compensatlon
in FY 2008. :

Specfal Education Positions

Special education staffing was completed through the collaboration of special education staff and
community superintendents. A thorough analysis of teacher to student ratio was completed for
each school in an effort to equalize staffing across the school system. Initial staffing for FY
2008 is based on the data from the monthly Special Education Data System (SEDS) reports that
have been checked by principals and supervisors of special -education, in conjunction with the
information regarding students transitioning to kindergarten or sixth grade. Future SEDS will be
reviewed through the end of the school year to confirm that staffing is appropriate for each
school.

The Department of Special Education maintains a limited number of reserve positions to be
allocated to support schools that experience a significant increase in special education enroliment
during the summer; therefore, principals can expect staffing that is not supported by actual
enrollment to be pulled. In order for staffing allocations to reflect the needs of the school, it is
imperative that placement decisions made in July and August are processed immediately-at the
school level. Each new special education student needs to be enrolled in your school and their
special education service entered on the Legacy Special Education Data System (Legacy SEDS)
so the final special education staffing allocation reflects the actual needs of your school.

Requests for additional special education staffing due to over-enrollment should be submitted to
your special education supemsor and community superintendent startmg in April and continuing
through July. The supervisor will work with the school to review students’ Individualized
Education Programs (IEPs) and evaluate current resources and scheduling to determine whether
the need can be addressed with existing staff in the school or cluster. If the staffing need cannot
be addressed, the supervisor will make a request for additional staffing to the director of the
Division of School-Based Special Education Services or the director of the Division of Preschool
Special Education and.Related Services, as appropriate. The director of special education
services, the director of special education operations, and the division directors will review these



Elementary School Principals 7 ' March 5, 2007

requests during July and determine next steps, including referral to the associate superintendent
for special education and student services for approval of additional staffing if necessary. Final
staffing adjustments will be made by the end of July.

A very limited number of reserve positions will be available to address staffing concemns after
school begins. However, requests for additional special education staffing should be submitted
to your special education supervisor as the need arises throughout the year. Staffing requests
submitted to special education supervisors will be reviewed by the director of special education
- services, the director of special education operations, and the associate superintendent for spec1al
education and student semces each Monday throughout the school year.

* The delivery of special education services may consist of a variety of instructional models,
including inclusive services for students participating in the general education classroom or in a
self-contained setting, based on the individual needs of the students. Students are instructed in
the general education curriculum with differentiated instruction to accommodate various learning
needs. Some students receive instruction in the Fundamental Life Skills curriculum, as
appropriate to meet their needs. '

Special education teachers and paraeducators are resources schools use to assist with the delivery
of instruction to support the needs of students with disabilities in the general education setting,
as well as self-contained settings. With staffing, professional development, scientifically
research-based interventions, and technical assistance, you will be able to provide a continuum
of special education services ranging from small group instruction to inclusion in co-taught
general education classrooms. Schools implementing the Home School Model, ‘delivering
special education services in the general education environment, can also offer small group
instruction if needed. When you allocate staff to support students with disabilities in an inclusive
. setting, assign special education teachers and paraeducators to the critical content areas of
reading/language arts and mathematics first, to assist in the delivery of instruction in the least
restrictive environment (LRE). In this setting, the materials used for general education student
assignments are modified for the students receiving inclusive services. Paraeducators in a
general education setting are responsible for supporting the class based upon the guidance
provided by the general and special education teachers. Paraeducators assigned to self-contained.
. settings provide support to students throughout the instructional day, including spec1als such as
art, musw, and physical education.

ESOL/METS Positions

ESOL/METS staffing was completed through collaboration between the community
superintendents and the Division of ESOL/Bilingual Programs by analyzing needs and services
required by legal mandates. Since prekindergarten students attend school for half a day, each
student is counted as a .5 (half-time) student. Kindergarten—Grade 5 students are full day,
- therefore they are counted as one (full-time) student. The staffing ratio of 44:1 is calculated
using the total number of these students. Note that in some circumstances this may result in
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assigning a teacher to more than one school. In addition, whenever an intern is assigned, this
individual is counted against a budgeted allocation as a regularly assigned teacher.

In developing the ESOL schedule, the first step should be to schedule ESOL students by grade
band (i.e., prekindergarten, kindergarten, 1, 2, 3-5), then by proficiency level during the
Reading/Language Arts block. Prekindergarten ESOL students should be served in the same
manner as students in Grades K—5. ESOL instruction should not be scheduled during the
students’ guided reading group. Principals are to complete the ESOL allocation assignment
sheet that accompanies the detailed ESOL grid, as explained on the form, and return the forr o
the ESOL office for review no later than August 31, 2007.

Elementary ESOL allocation a: -ustments will be based on the ESOL enrollment as of October
31. This date coincides wit:. the enrollment increases resulting from summer registrations
through the International Student Admissions Office and the identification of prekindergarten
and kmdergarten students eligible for ESOL services via the state-mandated Enghsh language
proficiency test..

Questions regarding scheduling should be directed to Dr. Karen Woodson, director,
ESOL/Bilingual Programs, at 301-230-0670, or to Mrs. Lois Wions, supervisor, ESOL
instruction, at 301-279-3057.

Paraeducators and Lunch Hour Aides

The process to make paraeducator and lunch hour aide time more equitable has continued. As a
result, some schools may see reduction adjustments in the number of hours of paraeducator or
lunch aide time. The intent is to provide similar resources to schools of comparable e~rollment.
As in the past, OSP is maintaining a reserve to be allocated in September to help addr - “pecific
class size issues. Reminder: When scheduling paraeducators, please consid: . »viding
reasonable and customary work breaks as noted in SEIU Local 500 Negotiated ~greement
Article 13, Item J.

Building Service Workers

For FY 2008,v the Division of School Plant Opérations has made adjustments in the allocation of
building service employees for some schools. These changes were made to accommodate
expanded facility size. Questions concerning these allocations should be directed to Ms. Dianne
Jones, director of school plant operations, at 240-314-1075.

Elementary School Copier Support -

The FY 2008, central copyixig" services will continue to be provided through Copy Plus. This

includes the copying of certain unit assessments, formerly the responsibility of teachers. The
teacher assistant positions originally allocated to support copying at the school level have been

_realigned to support Copy Plus.
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Full-Time Equivalent Position

Positions are budgeted as full-time, 8 hours, but are frequently allocated in smaller increments.
The following tables convert the equivalents of a full-time position (FTE) to hours:

Supporting Services Professional -
FTE Positions Hours (Daily) FTE Positions Hours (Bi-Weekly)

1.000 8 1.0 80
.875 7 .9 72
750 6 8 64
.625 5 7 56
500 4 .6 48
375 3 5 40
- .250 2 4 32
125 1 3 24
2 16

Less Than Full-Time Equivalent Positions

Béginning FY 2008, principals will grant seven hours of planning time per normal week, at least
4 hours and 15 minutes of which will be during the student day. '

-Guidelines for Elementary Teachers Employed Less than Full-Time '
[1.0 FTE = 7.5 hours in building (including 30-minute lunch)
+ 1 hour @ home = 8 hours]

Allocation Number of Minutes Planning Minutes

FTE In Building Per Week (excluding lunch) Per Week*
0.1 42 minutes per day x 5 days =210 minutes 42 minutes
0.2 84 minutes per day x 5 days = 420 minutes 84 minutes
0.3 126 minutes per day x 5 days = 630 minutes 126 minutes
0.4 168 minutes per day x 5 days = 840 minutes 168 minutes
0.5 210 minutes per day x 5 days = 1,050 minutes 210 minutes
0.6 252 minutes per day x 5 days = 1,260minutes 252 minutes
0.7 294 minutes per day x 5 days = 1,470 minutes 294 minutes .
0.8 336 minutes per day x 5 days = 1,680 minutes 336 minutes
0.9 378 minutes per day x 5 days = 1,890 minutes - 378 minutes

*Note that planning time is PER WEEK. The amount of pianning time does not have to be

the same each day of the week.
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~ Positions Pending Budget Approval

The Board of Education FY 2008 operating budget includes additional positions. These
positions will not be allocated to schools until they have been funded by the County Council in
May and approved by the Board of Education in the final budget in June. These .
positions/allocations include:

Additional IDA hours so each school has a minimum of 6 hours (.75 FTE) per day.
Additional team leader allocation so that each school has a minimum of seven team
leaders.

e Additional assistant principal positions to increase the number of schools with two
administrators. These positions will be allocated to the schools with the largest projected
enrollment and greatest number of professional staff members. '

Staffing Procedures

Every school is assigned a stafﬁng specialist to handle all staffing needs for that school.
. Principals should contact their assigned staffing specialist in the Department of Recruitment and
Staffing (DRS) to discuss vacancies, filling vacancies, applicants, or any other staffing situation.
Please refer to the staffing calendar for applicable dates. It is expected that scheduling is
completed so that all classes are taught by teachers designated as highly quahﬁed Attachment 6
provides staffing specialist cluster assignments.

The DRS is responsible for recruiting a high quality and well-diversified pool of applicants for
teaching and supporting services positions. Recruitment and hiring are based on the staffing
allocations and on the vacancies that are posted in the countywide Vacancy Database. The DRS
- ensures that only allocated positions are filled. It will not be possible to process a staffing
recommendation form for any position not included on the staffing grid or to compensate a
person who begins an assignment without approval or an allocation for that assignment. -

The Human Resources Information System (HRIS) does not allow overhire situations, even for
short periods of time. When such an issue arises, send a memorandum immediately to your
community superintendent with copies to Ms. Jane Woodburn, director, DRS, and Ms. Nicola
Diamond, executive assistant to the chief operating oiﬁcer Only rarely will these special
exceptions be approved '

A summary of critical dates for elementary school staff is attached (4ttachment 7), along with a
copy of the instructional staffing (teachers/assistants) calendar (Attachment 8), to share with
appropriate staff. If you have any questions or concerns regarding staffing allocations, please
contact your community superintendent or the director of school performance in the Office of
School Performance. ‘
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FY 2008 Elementary School Staffing Guidelines (as resources permit)

Decision Criteria for Stafﬁhg, Elementary Schools, Professional

Abbrev | Position Decision Guide
Prin 0500 | Principal One per school
AP 0510 | Assistant Staffing is based on enrollment and number of professional
- Principal staff. Pending budget approval, 15 additional positions
will be allocated.
Tm 0511 | Principal Intern Schools identified by community superintendents.
CRTchr | Classroom These positions for Grades 1-5 are allocated based on -
1001 Teacher* enrollment projections for principals to organize the school
with class sizes of 26 or less in Grades 1-3, 28 or less in
Grades 4-5. Additional classroom teacher positions are
provided to the highest educational load schools in order to
fulfill the Grade 1-2 class size initiative at 17 students per
class. Teab -
AcSpt Academic Community superintendents will allocate these positions
1001 Intervention based on school needs. ‘
CM Cluster Magnet These positions are allocated to support strateglc change
1001 Teacher efforts.
StfDev Staff One per school.
1009 Development :
Teacher '
Focus Focus Teacher — | These positions are allocated to the high educational load
1031 ~— | schools. Focus teachers are locally and Title I funded.
RdgSpt Reading Initiative | This stafﬁng supports the Reading Initiative program. For
1012 | Teacher* schools receiving additional staffing for class size
reduction in Grades 1 and 2, no additional allocations are
.| authorized for the program. -
1 PRK Pre-Kindergarten | Positions are allocated with a 0.5 teacher per 2.5 hour
Tchr Teacher class.
1017 : ) :
ESL Tchr | ESOL Teacher* | ESOL teacher allocations are based on a ratio of one
1032 teacher for every 44 ESOL students, including pre-K;
METS teacher allocations are based on pupil/teacher ratio
of 15:1. o
Rdg Reading One per school.
11033 Specialist :
SpEd Special Education | These positions are allocated to schools according to
Tchr Teacher* - placement of programs and anticipated enrollments for
| 1034 : each. ]
Spch Path | Speech These positions are allocated to schools accordmg to
1035 Pathologist anticipated speech service needs at each school, as

designated by Individual Educational Plans.
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These positions are allocated on a ratio of one teacher for

Kdg Tchr | Kindergarten

1036 Teacher* every 25 students and one for every 17 students at the
Focus schools.

PE 1037, | Physical These allocations are based on the estimated number of

Art 1038, | Education, Art, teacher stations initially allocated. The formula is based on

Mus 1039

Music Teachers

one specialist being able to teach 5 or 6 classes per day at
the recommended class times for each grade level. Pre-
kindergarten, Head Start, and special education classes are
included in the calculations and are adjusted by 1/3 for
fewer minutes of instruction.

| Inst Mus | Instrumental These 37.2 positions are allocated to schools based on the

1040 Music Teacher participation in instrumental music programs, Grades 4-5.
SpEd Special Education | These positions are allocated based on the school's

RRm Resource Room | projected enroliment.

1046 Teachers '

Coun Counselor One per school. -

1044 . B

MedSp Media Specialist | One per school.

1052

HdSt Head Start ‘| Allocations and programs are made through the Division of
Tchr Teacher* Early Childhood Education Programs with a 0.6 teacher
1101 assigned to a 3 hour, 15 minute class.

SpOth . Special Education | These positions are allocated to supplement existing
Tchr Other Teacher programs.

various _
RR Tchr | Reading These 12.0 positions provide support to schools who are

Recovery Teacher | identified to implement Reading Recovery.

- * Note: Allocations based on a higher than budgeted ratio to assure a reserve to respond to
situations where actual enrollments vary from projections.
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FY 2008 Elementary School Staffing Guidelines

Elementary Schools, Supporting Services

Abbrev | Position - Decision Guide
Adm Administrative One per school.
Sec Secretary .
4250 . |-
Sec 1 Secretary I, One per school.
| 10m 10 months
4210
4221 : -
Md Ast | Media Assistant These positions are allocated to schools using the guide: 1.0
6620 ' media assistant to schools with projected enrollment above
6625 450; .5 media assistant to schools with prolected enrollment
' under 450. '
Prt Spec | Parent/ These positions are allocated to East Silver Spring and Rolling
6500 Community Terrace to coordinate community programs.
Coordinator ' ' _
SpOt Special Education, | These supporting services positions are assigned to specific
SS Other Support Staff | programs. ' '
various '
IA Reg | Paraeducator, The school’s total hours for Grades 1-5 paraeducators are
6600 Regular based on the following prOJected enroliments:
' 700+ = 1.5FTE
650-699 = 1.375FTE
550-649 = 1.25FTE
"450-549 = 1.0FTE
350-449 = 0.875FTE -
- Less than 350 = 0.75 FTE
IA 123 | Paraeducator, These positions are allocated based on spemﬁc school program
6600 Grades 1-3 needs.
QIE IA | Quality Integrated | These 19.3 positions prov1de support to schools with high
6600 Education, educational loads.
, -Paraeducator R
CM 1A | Cluster Magnet, These 27.5 positions are allocated to schools identified as
6600 Paraeducator having cluster magnet programs or other special programs.
ESOL | ESOL These positions are allotted at 0.75 per METS class.
IA Paraeducator : :
6600 > '
Pre-K Pre-Kindergarten | These positions are allocated at 0.375 FTE per 2.5 hour class.
1A Paraeducator : v :
6600

@
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HSIA | Head Start, These positions are allocated at .6 FTE per 3 hour 15 minute
6700 Paraeducator class.
Focus Focus Paraeducator | Title I schools are provided resources for paraeducator
IA allocations. Locally funded focus paraeducators are allocated
6600 to schools with high educational loads and specific program
needs.
LuHr Lunch Hour Aide | Allocations are based on the following projected student
6490 ‘ enrollments: '
800+ - = 1.875FTE (15 hours)
750-799 = 1.75 FTE (14 hours)
700-749 = 1.625FTE (13 hours)
650-699 = 1.5FTE (12 hours)
575-649 = 1.375FTE (11 hours)
500-574 = 125FTE (10 hours)
425-499 = 1.L125FTE (9 hours)
350-424 = 1.0FTE (8 hours)
Lessthan350 =  0.875FTE (7 hours)
Additional allocations will be provided by the community
superintendent based on specific school needs.
DS Instructional Data | Allocations are based on a formula using projected student
6870 Assistant enrollment. Note: Pending budget approval, additional IDA
allocations will be provided to schools so that each school has
. : a minimum of 6 hours of IDA (.75 FTE).
SEIA Special Education | These positions are allocated according to guidelines
6550 Paraeducator established in building the operating budget
BSM Building Service One per school.
7330 Manager
Ldr Building Serv1ce One per school.
7270 Leader
7280 .
‘Wkr Building Service These positions are allocated based on the school‘s square
7210. -Worker footage. ~




Office of School Perforrhance
MONTGOMERY COUNTY PUBLIC SCHOOLS
Rockville, Maryland

March 5, 2007
- MEMORANDUM
To: Middie School Principals
From: Donald H. Kress, Chief School Performance 2%/
' Stephen L. Bedford, Assistant Chief School Perto pance Ofﬁcergﬁ’
Ursula A. Hermann, Community Superintendent 1

. Mark E. Kelsch, Community Superintendent
LaVeme G. Kimball, Community Superintendent
Heath E. Morrison, Community Superintenden
Frank H. Stetson, Community Superintendent
Adrian B. Talley, Community Superintende:

Subject: © Initial Staffing Allocations—FY 2008

The attached summary staffing grid and detailed special education and ESOL grids reflect
preliminary staffing allocations for your school for FY 2008. You should highlight staffing
changes from the current school year grid (copy attached) to assist in identifying involuntary
transfers. Please maintain this and future updates of the FY 2008 grid information for easy
reference throughout the staffing process. Position job codes are included on the staffing grid
with the position titles. The “Staffing Notes” section at the bottom of the grids identifies special
- staffing decisions for your school. These notes are clarifications -of unique staffing allocations.
. The Office of School Performance (OSP), Office of Curriculum and Instructional Programs
(OCIP), Department of Special Education Operations (DSEO), and the Office of Special
Education and Student Services (OSSES) have worked closely throughout the staffing process to
coordinate the allocation of resources. The FY 2008 School Staffing Guidelines are attached
(Attachment 1). You must keep in mind that all allocations are tentative, pending final
Board of Education action in June 2007 on the operating budget. '

Classroom Teacher Positions

. Classroom teacher allocations are based-on the revised enrollment projections from February-
2007 by the Division of Long-Range Planning. Classroom teacher positions (adjusted for full-
time resource teachers/interdisciplinary resource teachers) have been assigned according to the
formula '
projected regular enrollment x 7
, 5 periods a day x 27(class size)
The 27.0 ratio in the formula above is unchanged from FY 2007. Resource teachers and resource
- counselors are allocated as full-time equivalent (FTE) positions (1.0). Principals may provide
additional released time to resource teachers/interdisciplinary resource teachers based on the size
of their departments and responsibilities. However, the provision of additional released time

Classroom Teacher FTE =

+ 4(AEIST)
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_ must not contribute to oversized classes or to the need for additional staff. Schools are expected
to maintain Board of Education maximum class size guidelines that are: English class size at 28
or less; other academic classes at 32 or less; and all other classes at a level appropriate to the
class. Principals are expected to review large class size issues with their community
superintendent.

The .2 gifted and talented release teacher and the .2 Success for Every Student (SES) allocations
have been combined to form a single .4 FTE release allocation for schools (4ttachment 2). This
position is intended to address student and staff needs as you continue your focus on increasing
access to rigorous curriculum. The goals of the Accelerated and Enriched Instruction Support
Teacher position are to:

* Increase student participation, particularly for African American and Hispanic students,
in rigorous academic courses in middle school.

* Provide instructional, professional, and parental support for unprovement of student
achievement in rigorous academic courses.

For the five Phase I schools in the Middle School Reform initiative, this .4 FTE is included in the
literacy and math content specialist positions. For all other schools, principals will indicate the
teacher in this position on the Release Period Plan and will present their plan to use this
allocation to the community superintendent for approval. Teachers are not to be assigned regular
instructional periods during this release time. Principals may want to consider combining this
allocation with the person’s instructionally related activity period to extend the person’s time for
this responsibility.

Principals are required to complete the secondary school released period plan (Attachment 3).
. Also requested on this form is the name of the resource counselor and the number of students
assigned as a regular caseload, as well as the names of the above-referenced gifted/talented and
SES teachers. This initial released period plan is due to OSP by May 8, 2007.

Again this year, each middle school has been allocated a 1.0 mathematics support teacher
position. The position must be used to reduce the size of mathematics classes. Principals should
share “ their plans for use of this additional mathematics stafﬁng with their community
superintendent.

Master Schedule and Scheduling/Staffing Assumptions -

Principals should be able to articulate how staffing plans support the school improvement goals.
The staffing plan should target staffing to lower class size and ensure greater access to rigorous
programming. The principals and the master scheduler should be able to articulate the school
priorities and reflect on how those priorities are represented in the way staffing is used within the
school. See Attachment 4 for Scheduling Assumptions and a timeline of activities that should
have occurred and will occur to meet a school’s staffing and scheduling obligations. A copy of
your master schedule is due to OSP as follows: 1) August 6, and 2) September 10.
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A limited classroom teacher reserve will be used to support those schools which have a large
number of classes that exceed the guidelines. If the current allocation does not permit you to
schedule your school without a large number of oversized classes, you should submit a
written request highlighting the -oversized classes on your staffing reconciliation
spreadsheet to your community superintendent no later than May 8. All requests for
additional staff must include a cover memorandum with the specific request and rationale. The
staffing spreadsheet and reconciliation sheet provided to schools also must be included.

Decisions regarding the allocation of additional positions will be completed no later than May
14.

Deviations from projected enrollments will be monitored throughout the staffing process. In
situations of under-projected enroliment, please be prepared for staff allocation reductions.
It is important that the enrollment database is maintained throughout the summer, including the
withdrawal of students who are not returning for the 20072008 school year. Each principal
must submit both an updated staffing and reconciliation spreadsheet (Attachment 5) and released
period plan to the appropriate community superintendent on June 1 and July 20.

Special Education Positions

Special education staffing was completed through the collaboration of special education staff and
community superintendents. This year, staffing was budgeted to ensure that each middle school
continues to have at least three special education teachers, including the resource room teacher.

This supports middle schools that have smaller numbers of students with disabilities in providing -

adequate special education services at all three grade levels. In addition, this year, an hours-
based staffing model will continue to be implemented at two middle schools that did not make
“adequate yearly progress because of the performance of special education students during FY
. 2006. The hours-based staffing model will be implemented in 10 additional middle schools
during FY 2008. Special education cluster supervisors will assist these schools in implementing
the model to improve student outcomes.

- A thorough analysis of teacher to student ratio was completed for each school in an effort to
equalize staffing across the school system. Initial staffing for FY 2008 is based on the data from
the monthly Special Education Data System (SEDS) reports that have been checked by
principals and supervisors of special education, in conjunction with the information regarding
students transitioning to sixth grade or ninth grade. Future SEDS will be reviewed through the
end of the school year to confirm that staffing is appropriate for each school. '

The Department of Special Education maintains a limited number of reserve positions to be
allocated to support schools that experience a significant increase in special education enrollment
during the summer, so principals can expect staffing that is not supported by actual enrollment to
be pulled. In order for staffing allocations to reflect the needs of the school, it is imperative that
placement decisions made in July and August are processed immediately at the school level.
Each new special education student needs to be enrolled in your school and their special
education service entered on the Legacy Special Education Data System (Legacy SEDS) so the
final special education staffing allocation reflects the actual needs of your school.

®
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Requests for additional special education staffing due to over-enrollment should be submitted to
your special education supervisor and community superintendent starting in April and continuing
through July. The supervisor will work with the school to review students’ Individualized
Education Programs (IEPs) and evaluate current resources and scheduling to determine whether
the need can be addressed with existing staff in the school or cluster. If the staffing need cannot
'be addressed, the supervisor will make a request for additional staffing to the director of the
Division of School-Based Special Education Services. The director of special education
services, the director of special education operations, and the division directors will review these
requests during July and determine next steps, including referral to the associate superintendent
for special education and student services for approval of additional staffing if necessary. Final
staffing adjustments will be made by the end of July.

A very limited number of reserve positions will be available to address staffing concerns after
school begins. For example, schools receiving rising Grade 6 former learning center students
may submit requests for additional special education staffing to the special education supervisor
if the need arises during the year. Staffing requests submitted to special education supervisors
will be reviewed by the director of special education services, the director of special education
operations, and the associate superintendent for spcc1a1 education and student services each
Monday throughout the school year.

The delivery of special education services may consist of a variety of instructional models,
including inclusive services for students participating in the general education classroom or in a
self-contained setting, based on the individual needs of the students. Students are instructed in
the general education curriculum with differentiated instruction to accommodate various learning
needs. The materials used for general education student assignments are modified for the
~ students receiving inclusive services. Some students receive instruction in the Fundamental Life
Skills curriculum, as appropriate to meet their needs.

Special education teachers and paraeducators are resources schools use to assist with the delivery
of instruction to support the needs of students with disabilities in the general education setting as
well as self-contained settings. Given the proposed plan to transition rising Grade 6 learning
center students to their home schools, consult with your special education supervisor to review
and adjust your master schedule. This review will ensure that schedules will be developed to
maximize the use of your staffing allocation, provide the necessary supports, and assist with the
planning for all students with disabilities. With staffing, professional development, scientifically
research-based interventions, and technical assistance, you will be able to provide a continuum
of special education services ranging from small group instruction to inclusion in co-taught
general education classrooms. When you allocate staff to support students with disabilities in an
inclusive setting, first consider assigning special education teachers and paraeducators to the
critical content areas of English and mathematics to assist in the delivery of instruction.
Additionally, consideration should be given to assigning teachers for providing instruction in
subjects for which they are highly qualified, as well as ensuring that special education teachers
provide instruction in reading and mathematics interventions. Schools to the maximum extent
possible should consider assigning special education teachers to one or more core content subject

@
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areas by grade level, and facilitate within the master schedule, collaboration and planning
between general and special education during grade level and team meetings.

Paraeducators in an inclusive setting are responsible for supporting the class based upon the
guidance provided by the general and special education teachers. Paraeducators assigned to self-

contained settings provide support to students throughout the instructional day, including the arts
rotation periods.

ESOL/METS Positions

ESOL/METS staffing was completed in consultation with community superintendents, by
analyzing needs and services required by legal mandates. ESOL teachers are assigned at a
student/teacher ratio of 35:1. This staffing is included on the summary grid, as well as on the
detailed ESOL grid. © You are to complete the ESOL allocation assignment sheet that
accompanies the detailed ESOL grid as explained on the form, and retumn it to the ESOL office
for review no later than August 31, 2007. :

Adjustments to middle school ESOL allocations will occur based on the ESOL enrollment as of
September 30, 2007. This date is consistent with the official enrollment counts and will allow

for increases resulting from summer registrations through the International Student Admissions
Office. '

Questions regarding allocations should be directed to Dr. Karen Woodson, director,
ESOL/Bilingual Programs at 301-230-0670. Questions regarding scheduling should be directed
to Mrs. Lois Wions, supervisor, ESOL instruction, at 301-279-3057. :

Alternative Teacher Positions

Every middle school has been allocated a 1.0 alternative position. This position is to be used to
provide a Level 1 Alternative Program for students at your school. Please refer to the
attached materials (4ttachment 64) from the Office of Special Education and Student Services,
Department of Alternative Programs (DAP). Level 1 Alternative Program plans (Attachment 6B)
must be submitted Ms. Lauree Hemke, supervisor, DAP, no later than June 1, 2007. Continued
allocation of the Level 1 Alternative Program staffing will be contingent on approval of your
plan. Once plans are reviewed, they will be forwarded to the appropriate community
superintendent for approval.

Academic Intervention Teachers
The academic intervention teacher positions have been allocated to community superintendents
based on a concentrated poverty formula. These positions are zero-based each year and are

directed by your community superintendent. Allocation of these positions may not be reflected
in the initial staffing grid sent to schools. As allocations of these positions are made, new grids

- will be sent to schools.
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. Supporting Services Positions

An effort has been put in place to eliminate the USS tradeoffs and to make position allocations of
supporting services positions more equitable. The intent is to provide similar resources to
schools of comparable enrollment. As a result, schools will see increases in positions they had
previously used as part of a trade and decreases in position that were not allocated equitably.
Where possible, guidelines have been implemented to determine allocation for each of the
positions. This process will be phased in over two years so that by FY 2009 all USS trades will
be eliminated and allocation guidelines w111 be implemented.

Building Service Workers
For FY 2008, the Division of School Plant Operations has made adjustments in the allocation of
building service employees for some schools. These changes were made to accommodate

expanded facility size. Questions concerning these allocations should be directed to Ms. Dianne
Jones, director of school plant operations, at 240-314-1075.

Full-Time Equlvalent Posntlons

Positions are budgeted as full-time, 8 hours, but are frequently allocated in smaller increments.
The following tables convert the equivalents of an FTE position to hours:

Supporting Services o Professional
FTE Positions Hours (Daily " FTE Positions Hours (Bi-Weekly)

1.000 8 1.0 80
.875 7 9 72
.750 6 .8 64
.625 5. 7 56
.500 4 6 48
375 3 5 40
250 2 4 32
125 1 3 24
2 16
1 8

Less Than Full-Time Equivalent Positions

Teacher-level positions may be allocated in increments of .1. However, beginning in FY 2008,
"part-time teachers in secondary schools using a seven-period schedule will be allocated at least
.2 FTE for each full class taught (5 standard periods per week or 10 standard periods per two
weeks or the equivalent where there is an alternate schedule), not to exceed 1.0 FTE. This will
apply whether the teacher is part-time in a single school or in a combination of schools" (see the

. MCEA contract, Article 17, Section G).
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Guidelines for Middle School Teachers Employed Less than Full-Ttime
{1.0 FTE = 7.5 hours in building (including 30-minute lunch)
and 1 hour @ home = 8 hours]

Allocation Number of Minutes

FTE In Building Per Week (excluding lunch)
0.1 42 minutes per day x 5 days = 210 minutes

. 0.2 84 minutes per day x 5 days = 420 minutes
0.3 126 minutes per day x 5-days = 630 minutes
04 168 minutes per day x 5 days = 840 minutes
0.5 210 minutes per day x 5 days = 1,050 minutes
0.6 252 minutes per day x 5 days = 1,260minutes
0.7 294 minutes per day x 5 days = 1,470 minutes
0.8 336 minutes per day x 5 days = 1,680 minutes
0.9 378 minutes per day x 5 days = 1,890 minutes

Positions Pendihg Budget Approval

The Board of Education FY 2008 operating' bﬁdget includes additional positions. These
positions will not be allocated to schools until they have been funded by the County Council in

May and approved by the Board of Education in the final budget in June. These
positions/allocations include:

e Additional IDA hours so that each school has a minimum of 7 hours (.875 FTE) per day.
e Additional counselor positions to lower the student to counselor ratio.

Staffing Procedures

Every school is assigned a staffing specialist to handle all staffing needs for that school.
Principals should contact their assigned staffing specialist in the Department of Recruitment and
Staffing (DRS) to discuss vacancies, filling vacancies, applicants, or any other staffing situation.
Please refer to the staffing calendar for applicable dates. It is expected that scheduling is
completed so that all core academic subjects are taught by teachers designated as highly
qualified. Attachment 7 provides the staffing specialist cluster assignments and phone numbers.

The DRS is responsible for recruiting the highest quality and well-diversified pool of applicants
for teaching and supporting services positions. Recruitment and hiring are based on the staffing
~ allocations and on the vacancies that are posted in the countywide Vacancy Database. The DRS
ensures that only allocated positions are filled. It will not be possible to process a staffing
recommendation form for any position not included on the staffing grid. It will not be
possible to compensate a person who begins an assignment without approval or an

_ allocation for that assignment.
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The Human Resources Information System (HRIS) does not allow overhire situations, even for
short periods of time. When such an issue arises, send a memorandum immediately to your
community superintendent with copies to Ms. Jane Woodburn, director, DRS, and Ms. Nicola
Diamond, executive assistant to the chief operating officer. Only rarely will these special
exceptions be approved.

When reviewing and staying within the number of allocated positions in each position job code,
exercise caution in scheduling one-period classes, for those assxgnments are difficult to match
with another school and are difficult to fill.

A summary of critical dates for secondary school staff is attached (4ztachment 8), along with a
copy of the instructional staffing (teachers/assistants) calendar (Attachment 9), to share with
appropriate staff. If you have any questions or concerns regarding staffing allocations, please
contact your community superintendent or the director of school performance in the Office of
School Performance.

ND:Ilmk
Attachments
Copy to:
Executive Staff
Directors of School Performance
Ms. Brown
Dr. Cohen
Mr. Creel
Ms. Cullison
Ms. Cuttitta
Ms. Ferrell
Ms. Hemke
Mrs. Jones
Mr. Lang
Ms. Mason
Dr. Newman
Ms. Strange
Mrs. Wions
Ms. Woodburn
Dr. Woodson
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Attachment 1

Abbrev | Position Decision Guide
Prin Principal One per school.
0530 : ,
AP Assistant Schools greater than 600 students receive 1.0; schools
0531 Principal projected to have 900 or more students receive a second
assistant principal (keep position until dropping below
810 students for two years). Every effort is made not to
remove the second assistant principal one year and have
to restore it the next year and maintain administrative
stability.
Stu SSp | Student Support | These positions are allocated (1) to schools without a first
0642 Specialist or second assistant principal, and (2) to schools larger
than 1,000 students. '
Mag Magnet/Special One each for cluster magnet/special programs at Eastern,
Coord Program Takoma Park, Clemente, Argyle, Loiederman, and
0718 Coordinator Parkland middle schools.
0719 '
CRTchr | Classroom These positions are provided by formula (Enroliment
B Teacher* *7)/(27.0*5) + 0.4 per non-phase 1 school (released time .
1002 for accelerated and enriched instruction support). For
each resource teacher, 0.8 of this calculation is moved to
the resource teacher allocation.
Ac Spt | Academic Allocations based on an approved proposal to improve
1002 Intervention student achievement. .
. | Teacher : ‘ :
Ma Spt | Math Support One per school to reduce math class sizes and support
1002 Teacher math acceleration. L
"I'SpPrg | Special Program | These 12.6 teacher positions are provided to support
1002 Teachers magnet/special programs at Eastern, Takoma Park, and
Clemente; and the Middle Years programs at Julius West,
Westland, Newport, and Silver Spring International.
Stf Dev | Staff One per school.
1009 | Development
: Teacher
| Alt Alternative One per school. Principals must use these positions to
1020 Teacher staff a Level 1 Alternative Program.
ESL ESOL Teacher* ESOL teacher allocations are based on a pupil/teacher
Tchr : ratio of 35:1. METS teacher allocations are based on the
1032 pupil/teacher ratio of 15:1.
Rdg Reading Teacher | One per school.
1033
SpEd Special Education | These positions are allocated to schools by the
Tchr Teacher* Department of Special Education according to placement
1034

of programs and anticipated enrollments for each.
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Spch Speech These positions are allocated to schools by the

Path Pathologist Department of Special Education according to anticipated

1035 . speech service needs at each school, as designated by
Individual Educational Plans.

SpEd Special Education | These positions are allocated from the Department of

RRm Resource Room Special Education based on the school's projected

1046 Teacher enrollment.

Coun Counselor These positions are allocated to schools based on

1051 projected enrollment. Pending budget approval
additional positions will be allocated to lower student-to-
counselor ratios.

Med Sp | Media Specialist | One per school.

1052

Res Resource Teacher, | These positions are allocated to schools based on

1054 Interdisciplinary | projected enrollment.

Resource Teacher

RT Resource Teacher, | Schools with large special education programs are

SpEd Special Education | provided a .2 resource teacher to coordinate programs

1054 : ' :

Res Resource Schools with four or more counselors are provided a

Coun Counselor resource counselor to coordinate programs.

1055

SpOth | Special Education | These miscellaneous positions are allocated from the

Tchr Other Teacher Department of Special Education to supplement existing

various _programs. .

* Note: Allocations based on a higher than budgeted ratio to assure a reserve to respond to

situations where actual enrollments vary from projections

@



Attachment 1.

FY 2008 Middle School Staffing Guidelines (as resources permit) — Supporting Services

Abbrev | Position Decision Guide

Adm Administrative | 1.0 per school.

Sec Secretary

4250

Sec 1 Secretary I, 1.0 per school.

10m 10 months USS trades for these positions are being phased out over two

4210 : years.

Sec2 Secretary 11, These 21.5 posmons are allocated to the middle schools w1th the

10m | 10 months largest projected enrollment. |

4230

Guid Guidance 1.0 per school.

4231 Secretary '

MST Media Services | Eastern Middle School has 1.0 allocation to support magnet

6640 Technician program.

Fin Financial 1.0 per school.

4220 Assistant .

Md Ast | Media Assistant | Schools projected to have a student enrollment above 900 receive

6620 - | a 1.5 allocation; others a 1.0 allocation.

6625 USS trades for these positions are being phased out over two
years.

TA Reg | Teacher These three positions are allocated to schools together so that the

6590 Assistant, total FTE is based on projected enrollment:

Regular 1000+ = .875 (7 hours)

Cmp Computer Lab 850 — 999 =.75 (6 hours)

Lab ' 700 — 849 = .625 (5 hours)

6860 Less than 700 = .6 (4 hours)

IA Reg | Paraeducator, These guidelines provide the total number of positions to be

6600 Regular divided among the three positions.
USS trades for these positions are being phased out over two
years.

SpOt Special Ed, These miscellaneous posmons are allocated by the Department of

SS Other Support | Special Education to specific school programs.

User Sp | User Support 1.0 per school.

5530 Specialist :

ESOL | ESOL These positions are allocated at .75 per METS class.

1A Paraeducator

6600 , .

Sec Ast | Security Schools with a projected enrollment above 900 receive 2.0

5190 Assistant security assistants, all others 1.0.

LuHr Lunch Hour .875 allocation (7 hours) per school.

6490 Aide USS trades for these positions are being phased out over two
years.

IDA Instructional These allocations have not changed from FY07. Pending budget

6870 Data Assistant

approval all schools will receive a .875 FTE (7 hours).
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These positions are allocated from the Department of

SEIA Special Education

6550 Paraeducator Special Education according to guidelines established in
building the operating budget. Generally, each teaching
station includes an instructional assistant position.

BSM Building Service | 1.0 per school.

7350 Manager

Ldr Building Service | 1.0 per school.

7280 Leader

Wkr Building Service | These positions, based on the school’s square footage, are

7210 Worker allocated from the Division of School Plant Operations.

PEO Plant Equipment | 1.0 per school.

7200 Operator




Office of School Performance .
MONTGOMERY COUNTY PUBLIC SCHOOLS
Rockville, Maryland

March 5, 2007
MEMORANDUM
To: " High School Principals
From: Donald H Kress, Chief School Performance O

Stephen L. Bedford, Assistant Chief School P rmance Ofﬁcergg‘
Ursula A. Hermann, Community Supennten

Mark E. Kelsch, Community Supcrmtendent

LaVeme G. Kimball, Community Superintenden

Heath E. Morrison, Community Superintend

Frank H. Stetson, Community Superintendent
“Adrian B. Talley, Community Superintenden;

Subject: Initial Staffing Allocations—EY 2008

The attached summary staffing grid and detailed special education and ESOL grids reflect
preliminary staffing allocations for your school for FY 2008. You should highlight staffing
changes from the current school year grid (copy attached) to assist in identifying involuntary
transfers. Please maintain this and future updates of the FY 2008 grid information for easy
reference throughout the staffing process. Position job codes are included on the staffing grid
with the position titles. The “Staffing Notes” section at the bottom of the grids identifies special
. staffing decisions for your school. These notes are clarifications of unique staffing allocations
and changes in staffing that occur throughout the year. The Office of School Performance
(OSP), Office of Curriculum and Instructional Programs (OCIP), and the Office of Special
Education and Student Services (OSSES) have worked closely throughout the staffing process to
coordinate the allocation of resources. The FY 2008 School Staffing Guidelines are attached
(Attachment 1). You must keep in mind that all allocations are tentative, pending final
Board of Education action in June 2007 on the operating budget.

Classroom Teacher Positions

Classroom teacher allocations are based on the revised enrollment projections from February
2007 by the Division of Long-Range Planning. Classroom teacher positions [(adjusted for full-
time resource teacher (.8 FTE teacher) and athletic directors (.4 FTE teacher)] have been
a551gned according to the formula:

projected regular enrollment x 7

5 periods a day x 28.5(class size)

The classroom teacher allocation includes 0.2 for the student service learning (SSL) coordinator.
“The 28.5 ratio in the formula above is unchanged from FY 2007. Schools are expected to
maintain Board of Education maximum class size guidelines that are: English class size at 28 or

Classroom Teacher FTE =

+.2(SSL)
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less, other academic classes at 32 or less, and all other classes at a level appropriate to the class.
Principals are expected to review large class size issues with their community superintendent.

To ensure that each high school is treated equitably, reductions in the classroom teacher
allocation have been made for students attending the Thomas Edison High School of
Technology. Resource teachers (one release period), resource counselors, and athletic directors
(three release periods), are allocated as FTE positions (1.0). Principals may provide additional
release time for resource teachers and athletic directors based on the size of their departments
and responsibilities. However, the provision of any additional released time must not contribute

~ to oversized classes or to the need for additional staff. The Board of Education FY 2008
operating budget request includes a .4 FTE teacher position so that each school can provide math
and English resource teachers with two release periods. These positions will not be allocated to
schools until they have been funded by the County Council in May and approved by the Board of
Education in the final budget in June.

Principals are required to complete the secondary school released period plan (4ttachment 2) to
help OSP monitor the use of released time for resource teachers and athletic directors in
conjunction with the monitoring of oversized classes. Also requested on this form is the name of
the resource counselor and the number of students assigned as a regular caseload. The initial
released period plan is due to OSP on May 8, 2007.

Again this year, schools will be allocated math support teacher time. This allocation is based on
feeder middle school data and should be used to reduce class size for mathematics classes.
Principals should share their plans for use of this staffing with their community superintendent.

Master Schedule and Scheduling/Staffing Assumptions

Principals should be able to articulate how staffing plans support the school improvement goals.
The staffing plan should target staffing to lower class size and ensure greater access to rigorous
programming. The principals and the master scheduler should be able to articulate the school
priorities and reflect on how those priorities are represented in the way staffing is used within the
school. See Attachment 3 for Scheduling Assumptions and an outline of activities that should
occur to meet a school’s staffing and scheduling obligations. A copy of your master schedule is
due to OSP as follows: 1) August 6, and 2) September 10. ‘

A limited classroom teacher reserve will be used to support those schools which have a large
number of classes that exceed the guidelines. If the current allocation does not permit you to
schedule your school without a large number of oversized classes, submit a written request
to your community superintendent no later than May 8. All requests for additional staff must
include a cover memorandum with the specific request and rationale. The staffing spreadsheet
and reconciliation sheet provided to schedulers also must be included. Decisions regarding the
allocation of additional positions will be completed no later than May 14.

Deviations from projeéted enrollments will be monitored throughout the staffing process. In
situations of under-projected enrollment, please be prepared for staff allocation reductions.

@
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It is important that the enrollment database is maintained throughout the summer, including the
withdrawal of students who are not returning for the 2007-2008 school year so that staffing can
be updated and class size maximums maintained. Each principal must submit both an updated
staffing and reconciliation spreadsheet (4ttachment 4) and released period plan to the appropriate
community superintendent on June 1 and July 20.

L‘.itei'acy Coaches

Literacy coaches will be allocated to each school. Literacy coaches are not to be assigned
classes. The role of the literacy coach is to reinforce important reading strategies and concepts
across all classes. The literacy coach will provide coaching, leadership, and coordination for
school wide literacy intervention and support, interpret assessment data, plan and model literacy

techniques, and provide professional development (in collaboration with the staff development

teacher) to all staff. Each school receives a base allocation of .5 FTE literacy coach, with

additional allocations based on enrollment, MSA results, and PSAT verbal results. Any plan to ’

assign any class(es) to your literacy coach must be approved by your community
superintendent.

Staff Development Teachers

Each high school is allocated 1.0 FTE for FY 2008. At least 0.4 of this allocation must be

assigned to one individual who will serve as coordinating staff development teacher and attend
all training.

Career and Technology Education (CTE) Positions

. CTE teachers include vocational support (1021) and career prep (1022) positions. The
vocational support position provides instruction and resource services to students in specified
Maryland State Department of Education-approved CTE programs. The career prep position,

- formerly the Business Partnership/Work-based Learning Program Teacher, directly contacts
business leaders, school administrators, teachers, parents, and students to identify, design, and
deliver work-based learning experiences and activities to support student success, particularly in
the areas of career awareness and school-to-career transition. Such program elements might
include, but are not limited to, placing students with mentors, tutors, job shadowing experiences,
internships, and other work-based learning experiences.

Questions regarding CTE allocations should be directed to Mrs. Shelley A. Johnson, director,
Division of Career and Technology Education, at 301-279-3567.

Student Service Learning (SSL) Coordinator

The SSL coordinator, selected by the principal, is a .2 classroom teacher allocation. This
- position serves as the primary school contact for the Maryland State Department of Education
SSL graduation requirement. The SSL coordinator must stay informed by attending countywide

meetings; communicate MCPS SSL guidelines; promote opportunities to meet the requirement;
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monitor awards programs; collaborate with administrators to address individual SSL issues; and
use the Online Administrative Student Information System (OASIS) to maintain records of
student progress. ,

Special Education Positions

Special education staffing was completed through the collaboration of special education staff and
community superintendents. Initial staffing for FY 2008 is based on data from monthly Special
Education Data System (SEDS) reports that have been checked by principals and supervisors of
special education, in conjunction with the information regarding students transitioning to ninth

' grade and those exiting MCPS. Future SEDS will be reviewed through the end of the school
year to confirm that stafﬁng 1s appropriate for each school.

The Department of Special Education maintains a limited number of reserve positions to be
allocated to support schools that experience a significant increase in special education enrollment
during the summer. Principals can expect staffing that is not supported by actual enrollment to
be pulled. In order for staffing allocations to reflect the needs of the school, it is imperative that
placement decisions made in July and August are processed immediately at the school level.
Each new special education student needs to be enrolled in your school and their special
education service entered on the Legacy Special Education Data System (Legacy SEDS) so the
final special education staffing allocation reflects the actual needs of your school.

Requests for additional special education staffing due to over-enrollment should be submitted to
your special education supervisor and community superintendent starting in April and continuing
through July. The supervisor will work with the school to review students’ Individualized
Education Programs (IEPs) and evaluate current resources and scheduling to determine whether
the need can be addressed with existing staff in the school or cluster. If the staffing need cannot
~ be addressed, the supervisor will make a request for additional staffing to the director of the
Division of School-Based Special Education Services. The director of special education
services, the director of special education operations, and the division directors will review these
requests during July and determine next steps, including referral to the associate superintendent
for special education and student services for approval of additional staffing if necessary. Final
staffing adjustments will be made by the end of July.

A very limited number of reserve positions will be available to address staffing concerns after
school begins. However, requests for additional special education staffing should be submitted
to your special education supervisor as the need arises throughout the year. Staffing requests
submitted to special education supervisors will be reviewed by the director of special education
services, the director of special education operations, and the associate superintendent for special
education and student services each Monday throughout the school year.

The delivery of special education services may consist of a variety of mstructlonal ‘models,
including inclusive services for students participating in the general education classroom or in a
self-contained setting, based on the individual needs of the students. Students are instructed in
the general education curriculum with differentiated instruction to accommodate various learning
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needs. The materials used for general education student assignments are modified for the
students receiving inclusive services. Some students receive instruction in the Fundamental Life
Skills curriculum, as appropriate to'meet their needs.

Special education teachers and paraeducators are resources schools use to assist with the delivery
of instruction to support the needs of students with disabilities in the general education setting as
well as self-contained settings. With staffing, professional development, scientifically research-
based interventions, and technical assistance, you will be able to provide a continuum of special
education services ranging from small group instruction to inclusion in co-taught general
education classrooms. When allocating staff to support students with disabilities in an inclusive
setting, first consider assigning special education teachers and paraeducators to the - critical
content areas of English and mathematics to assist in the delivery of instruction. Additionally,
consideration should be given to assigning teachers in courses for which they are highly
qualified, as well as ensuring that special education teachers provide instruction in reading and
mathematics interventions. Schools, to the maximum extent possible, should consider assigning
special education teachers to one or more core content subject areas by grade level, and structure
the master schedule to facilitate collaboration and planning between general and special
educators during grade level and department meetings.

Paraeducators in an inclusive setting are responsible for supporting the class based upon the
guidance provided by the general and special education teachers. Paraeducators assigned to self-

contained settings provide support to students throughout the instructional day, including
electives. ' ‘ ' :

Selected high schools will continue to receive between 0.5 and 2.0 additional general education
positions to support students with disabilities in general education classes. Schools selected to
. receive these positions have the lowest percentages of students with disabilities in the LRE, large
numbers of special education students overall, or large numbers of students receiving LFI or
SCB services. These positions have been identified in the "Staffing Notes" of each selected
school's staffing grid. A brief explanation of why the school was selected and how the positions
are to be used is on the Special Education Staffing allocations grid. Schools that have these
positions must complete and submit the Assignment of General Education Teachers to Support
Inclusion/LRE (Attachment 4B) to their community superintendent to indicate how each position

is being used to support students with disabilities in English and Mathematics general education
classes.

ESOL/METS Positions

ESOL/METS staffing was completed through collaboration between the community
superintendents and the Division of ESOL/Bilingual Programs by analyzing needs and services
required by legal mandates. ESOL teachers are assigned at a student/teacher ratio of 30:1. Note
that in some circumstances this may result in assigning a teacher to more than one school. In
‘addition, whenever an intern is assigned, this individual is counted against a budgeted
allocation as a regularly assigned teacher. '
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This staffing is included on the summary grid, as well as on the detailed ESOL grid. Principals
are to complete the ESOL allocation assignment sheet that accompanies the detailed ESOL grid
as explained on the form, and return it to the ESOL office for review no later than August 31,
2007. '

High school ESOL allocation adjustments will be based on the ESOL enroliment as of August 31
and September 28. These dates are consistent with the official enrollment counts and will allow

for increases resulting from summer registrations through the International Student Admissions
Office.

Questions regarding scheduling should be directed to Dr. Karen Woodson, director,
ESOL/Bilingual Programs, at 301-230-0670, or to Mrs. Lois Wions, supervisor, ESOL
instruction, at 301-279-3057. .

Alternative Teacher Positions

Every high school has been allocated a 1.0 alternative position. This position is to be used to
provide a Level 1 Alternative Program for students at your school. Please refer to the
attached materials (4ttachment 5A4) from the Office of Special Education and Student Services
(OSESS), Department of Alternative Programs (DAP). Level 1 Alternative Program plans
(Attachment 5B) must be submitted to Ms. Lauree Hemke, supervisor, DAP, no later than
June 1, 2007. Continued allocation of the Level 1 Alternative Program staffing will be
contingent on approval of your plan. To ensure that all needed information is included, please
use the attached FY 2008 Alternative Program Plan form. Approved plans will be forwarded to
the appropriate community superintendent.

Academic Intervention Teachers

Academic intervention teacher positions have been allocated to community superintendents
based on a concentrated poverty formula. These positions are zero-based each year, and are
directed by your community superintendent. Allocation of these positions may not be reflected
in the initial staffing grid sent to schools. As allocations of these positions are made, new grids
will be sent to schools.

Supporting Services Positions

An effort has been put in place to eliminate the USS tradeoffs and to make position allocations of
supporting services positions more equitable. The intent is to provide similar resources to
schools of comparable enrollment. As a result, schools will see increases in positions they had
previously used as part of a trade and decreases in positions that were not allocated equitably.
Where possible, guidelines have been implemented to determine allocation for each of the
positions. This process will be phased in over two years so that by FY 2009 all USS trades W111
be eliminated and allocation gmdelmes will be fully implemented.
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Building Service Workers

For FY 2008, the Division of School Plant Operations has made adjustments in the allocation of
building service employees for some schools. These changes were made to accommodate
expanded facility size. Questions concemning these allocations should be directed to Ms. Dianne
Jones, director of school plant operations, at 240-314-1075. :

Full-Time Equivalent Position

Positions are budgeted as full-time, 8 hours, but are frequently allocated in smaller increments.
The following tables convert the equivalents of a FTE to hours:

Supporting Services Professional
FTE Positions Hours (Dail FTE Positions =~ Hours (Bi-Weekly)

1.000 8 1.0 80
875 7 9 72
. .750 6 8 64
.625 5 7. 56
.500 4 .6 48
375 3 S 40
250 2 4 32
125 1 3 24
' 2 16
1 8

. Less Than Full-Time Equivalent Positions

Teacher-level positions may be allocated in increments of .1. However, beginning in FY 2008,
"part-time teachers in secondary schools using a seven-period schedule will be allocated at least
2 FTE for each full class taught (5 standard periods per week or 10 standard periods per two
weeks or the equivalent where there is an alternate schedule), not to exceed 1.0 FTE. This will
apply whether the teacher is part-time in a single school or in a combination of schools” (sec the
MCEA contract, Article 17, Section G).
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Guidelines for High School Teacher Level Positions
(1.0 FTE = 7.5 hours in building (including 30-minute lunch) and 1 hour @ home = 8 hours]

Allocation Number of Minutes

FTE In Building Per Week

0.1 42 minutes per day x 5 days = 210 minutes
0.2 84 minutes per day x 5 days = 420 minutes
0.3 126 minutes per day x 5 days = 630 minutes
0.4 168 minutes per day x 5 days = 840 minutes
0.5 210 minutes per day x 5 days = 1,050 minutes
06 252 minutes per day x 5 days = 1,260minutes
0.7 . 294 minutes per day x 5 days = 1,470 minutes
0.8 336 minutes per day x 5 days = 1,680 minutes
0.9 378 minutes per day x 5 days = 1,890 minutes

Staffing Procedures

Every school is assigned a staffing specialist to handle all staffing needs for that school.
Principals should contact their assigned staffing specialist in the Department of Recruitment and
Staffing (DRS) to discuss vacancies, fill vacancies, review applicants, or address -any other
staffing situation. Please refer to the staffing calendar for applicable dates. It is expected that
scheduling is completed so that all core academic subjects are taught by teachers designated as
highly qualified. Attachment 6 provides the staffing specialist cluster assignments and phone
numbers.

The DRS is responsible for recruiting the h1ghest quality and well-diversified pool of applicants
+ for teaching and supporting services positions. Recruitment and hiring are based on the staffing
allocations and on the vacancies that are posted in the countywide Vacancy Database. The DRS
ensures that only allocated positions are filled. It is not possible to process a staffing
recommendation form for any position not included on the staffing grid or to compensate a
Person who begins an assignment without an allocation for that assignment.

The Human Resources Information System (HRIS) does not allow overhire situations, even for
short periods of time. When such an issue arises, immediately send a memorandum requesting
exception to your community superintendent with copies to Ms. Jane Woodburn, director, DRS,
and Ms. Nicola Diamond, executive assistant to the chlef operating officer. Only rarely will
these special exceptions be approved.

When reviewing and staying within the number of allocated positions in each position job code,
exercise caution in scheduling one-period classes, because those assignments are difficult to
match with another school and are difficult to fill. : :
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A summary of critical dates for secondary school staff is attached (4ttachment 7), along with a
copy of the instructional staffing (teacher/assistant) calendar (4ttachment 8), to share with
appropriate staff. If you have any questions or concerns regarding staffing allocations, please

contact your community superintendent or your director of school performance in the Office of
School Performance.

ND:Ilmk

Attachments

Copy to: , _
Executive Staff : Ms. Cullison Ms. Strange
Directors of School Performance Ms. Hemke Ms. Wions
Ms. Blum , Mrs. Jones Ms. Woodburn
Ms. Brown . Mr. Lang - Dr. Woodson
Dr. Cohen ' ' Ms. Mason '

Ms. Cuttitta : Dr. Newman
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FY 2008 High School Staffing Guidelines (as resources permit) —Professional

Abbrev Position Decision Guide
Prin 0550 [ Principal One per school. :
AP 0551 | Assistant One per school: schools projected to have more than
Principal 900 students receive a second assistant principal and
schools greater than 1,800 students receive a third
assistant principal.
Stu SSp 0644 | Student Support | These positions are allocated first to schools with less
' Specialist than three assistant principals and then to the largest
; schools. : :
Mag/Sp Magnet/Spec’l | One each for countywide magnet program at Blair and
Prgm Cord Prgm Poolesville (0721) and the IB program at Richard
Coordinator Montgomery High School (0715).
CRTchr 1003 | Classroom These positions are provided by formula: (Enrollment
Teacher* *7)/(28.5 * 5)) + 0.2 released time for Student '

' Service Learning. A 0.8 of this calculation is removed
for every resource teacher. A 0.4 of this calculation is
removed for the athletic director allocation. Pending
budget approval an additional .4 per school will be
allocated to allow each mathematics and English
resource teacher 2 release periods.

Ac Spt 1003 | Academic These positions are allocated based on an approved
- | Intervention proposal to improve student achievement.
Teacher
Ma Spt 1003 | Math Support These positions are allocated based on feeder middle
Teacher school course completion data.
Sp Prg 1003 | Special These positions are allocated to schools with magnet,
Program special, or signature programs.
Teacher
Stf Dev 1009 | Staff 1.0 per school.
Development
Teacher
Ath Dir 1018 | Athletic One per school (three released periods; teach two).
: Director
Alt 1020 | Alternative One per school. Principals must use these positions to
Teacher staff a Level 1 Alternative Program.
Voc Spt 1021 | Vocational These 19.5 positions are to support implementation of
Support career education and career development programs,
Teacher including coordination of internships for all students.
CrPrp 1022 | Career Prep These 20.0 positions are used to support
Teacher implementation of career education and career
development programs, including coordination of
A internships
ESL Tchr ESOL Teacher* | These allocations are based on a ratio of 1.0 teacher
1032 for every 30 students. METS teacher allocations are
' based on the pupil/teacher ratio of 15:1.
SpEd Tchr Special These positions are allocated to schools by the
1034 Education Department of Special Education according to
Teacher* placement of programs and anticipated enrollments for
each.
Spch Path Speech These positions are allocated to schools by the
1035 Pathologist Department of Special Education according to

anticipated speech service needs at each school as
designated by Individual Educational Plans.
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SpEd RRm Special These positions are allocated from the Department of
1046 Education Special Education based on the school's projected
Resource Room | enrollment. :
Teacher '
Coun 1051 | Counselor These positions are allocated based on enrollment.
Med Sp 1052 | Media One per school; schools with more than 2,000 students
Specialist receive a second media specialist. :
Res 1054 | Resource The positions are allocated based on projected
| Teacher - enrollment and specific school programs (one
: _ ' released; teach four).
RT SpEd Resource Schools with large SE programs are provided a .2
1054 Teacher Special | resource teacher-to coordinate programs
Education ,
RT ESL ESOL Resource | Schools with large ESOL programs are provided a
1054 Teacher resource teacher to coordinate programs. .~
RsCn 1055 | Resource Schools with four or more counselors are provided a
Counselor resource counselor to coordinate programs.
SpOth Tr ‘Special These miscellaneous positions are allocated from the
various Education Other | Department of Special Education to supplement
Teacher

existing programs (see detail special education grid for

| job codes).

* Note: Allocations based on a higher than budgeted ratio to assure a reserve to respond to

situations where actual enrollments vary from projections
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FY 2008 High School Staffing Guidelines (as resources permit) —Supporting Services

Abbrev Position Decision Guide
Ad Sec Administrative | One per school.
4250 Secretary ' '
Sec 1 Secretary I, Ten-month secretary positions (I and II) are allocated according to
10 Months | 10 months the following projected enrollments: : .
4210 2550-2999=17.0
Sc2 Secretary II, 1900 — 2549 =6.0
10 months | 10 months 1800-1899=5.0
4230 1650-1799=4.0
1600-1649=3.5 .
1300 - 1599 =3.0
900 -1299=2.0
Less than 900= 1.0
These guidelines provide the total number of positions to be
' divided between Secretary I and Secretary II positions.
Sc2 Secretary I, 1.0 each for magnet programs at Blair and Poolesville, and IB
12 months | 12 months programs at Richard Montgomery high schools.
4231
Guid 4231 | Gudance 1.0 per school.
Secretary
Rgst 4240 | Registrar 1.0 per school.
Car Inf Career 1.0 per school.
6770 Information
Assistant
Bus Mgr Business 1.0 per school.
5700 Manager ‘
Fin Ast Financial 1.0 per school.
4220 Assistant
Md Ast Media Assistant | Allocations are made according to the followmg projected student
6620/6625 enrollments:.
3000 +=4.0
2550-2999=3.0
1750-2549=25
1500-1749=2.0
900—-1499=1.5
Less than 900 = 1.0
USS trades for these posmons are being phased out over two
years.
TA Reg Teacher These two positions are allocated to schools together so that the
6590 g:;lsi‘am: total FTE is based on projected enrollment.
ar
TA reg 6600 | Paracducator, USS trades for these posmons are being phased out over two
Regular years.
MST 6640 | Media Services | 1.0 per school.
Technician -
Scr Ldr Security Team | 1.0 per school
15130 Leader
SpOt SS Special Ed, These miscellaneous positions are allocated by the Department of
various Other Support | Special Education to specific school programs (see special
Staff education detail for job codes).
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User Sp User Support 1.0 per school
5530 Specialist
Eng Cmp English Allocations are made according to the following:
6690 Composition 39+ sections = 4.875
Assistant - Up to 25sections = 3.125
Up to 21 sections = 2.625
Up to 18 sections = 2.5
Up to 15 sections = 2.25
Up to 14 sections = 1.75
Less than 10 sections = 0.875
ESOL IA ESOL These positions are allocated from the Division of
6600 Paraeducator ESOL/Bilingual Programs to specific school programs.
Scr Ast Security This position is assigned based on enroliment,
5190 Assistant educational load, campus size, and renovation
conditions.
| Cmp Lab ‘| Computer Lab | Allocations for this positions remain the same as FY07.
6860 Assistant USS trades for these positions are being phased out over
two years. -
SEIA 6550 | Special These positions are allocated from the Department of
Education Special Education according to guidelines established in
Paraeducator building the operating budget. Generally, each teaching
. ) station includes an paraeducator position.
BSM 7350/ | Building .| 1.0 per school.
7370/ - Service
7390/ Manager
7400
Ldr Building 1.0 per school.’
Service Night
Leader ' '
WKR Building These positions, based on the school’s square footage,
7210 Service Worker | are allocated from the Division of School Plant
Operations. '
- PEO Plant 1.0 per school.
7200 Equipment
' Operator
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